












































































New Mexico Municipal Records Retention Schedule - 10-18-2018 

Rcconl No. 1.0 RECORD SERIES NAME l)ESCIUl'TION/ EXAMPLES RETENTION Dcparlna,nt Old No. NOTES 

File mny contain veterinarian records. breeding until disposition or 1.19,X,927 
IX.18.001 Animal Files: Records concerning individual animals. inlimnation, shipment papers, daily reports 

animal 
/,()() l.19.X.9211 

data, stud tiles, health certilicatc, etc. 1.1(),8,930 

Animal Transaction Files: Records concerning the 
1:ilc may contain receipts, transfer 

3 years arter fiscal 1.19.8.926 
IX.18Jl02 documentation, transaction confinnations. 1/,oo 

acquisition, disposition, or transport or animals. 
disposition orders, shipping pcm1its, etc. 

year close 1.19.X.929 

18.18.003 
Breeding Loan Files: Records concerning animals loaned to File may contain lists of animals loaned, loan 1 year artcr 

1/.oo 1.19.8.931 
other zoos or loaned to this zoo for breeding purposes. conditions, etc. termination orloan 
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File may include application lo certify tenant 

Housing Authority Tenant Application Files: Records 
cligiblity (applicant name, address, source or 

3 years after liscal I lousing 
18.19.001 income. amount of income, names of family 1.19.8.301 

concerning the application lor public housing. 
members. signalllre or applicant, etc.), tenant 

year close Authority 

wailing list, etc. 

18.19.002 
Housing Discrimination Complaint file: Records File may contain complaint, investigation 

3 years aner file close 
I lousing 

l.l9.lU04 
concerning allegations ot"hnusing discri111ination report, lindings, conclusions, etc. Authority 

File may contain Section 8 l:xisting I lousing 
Progra111 Certificate ro Family l'arlicipalion, 

Tenant File (I-lousing Authority): Records concerning 
certification or rc-ccrtilication oflenanl 

6 years after 
lX.19.003 eligibility, Scciton 8 Existing I lousing 

I lousing 
I. 19.8.303 

family unit ccrtilicd to receive public housing assistance. 
Program request or lease approval, unit 

termination of lease Authority 

inspection report, interim inspection reports. 
cathodic inspection report, etc. 
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Commerci:il Driver's Certification (Form MVD-11042) 
Files: Contain: ccrtilication form with: applicant's name, 
address, dale ol'birth. social security number, driver's license 
number. state, and :1pplicant's sign.1lurc. Also contain: 

18.20.001 
V chick Ccrti lkation (For111 rvl VD- I 0414 ), and Commercial 3 years from dmc or 

MVD 
Driver's License Exa111ination (Form MVD-11040). Note: issuance. 
Paper originals 111ay be destroyed after 111icrolilm meets Stale 
of New tvlcxico Microphotography Standnrds and is vcriliecl 
for complclcncss. in accordance with SRC Ruic No. 92-03 
and 92-04.18-1-941 

(Any records not specilically addressed herein shall be retained in accordance with applicable law.) 38 



New Mexico Municipal Records Retention Schedule - 10-18-2018 

Record No. 1.0 RECOIU> SERIES NAME l)ESCIHPTION/ EXAMPLES RETENTION l)cparlmcnt Old No. NOTES 

Driver's License Application :rncl identincation Card 

Applic:itions (Form MVD-10229): These applications 
submitted for obtaining a New Mexico Driver's License or 
ldcntilication (I.D.) Card. Numerical. Shows: applicant's 
name and address, dale issued, number, expiration date, 
class, date of birth, sex. color of eyes, height, weight, social 

18.20.002 
security number, vision exam, written & road tests, 3 years from date of 

MVD 
Commercial Driver's License (CDL) knowledge test scores, issuance 
CDL skills test scores, applicant's questionnaire, orgm1 
donation statement, assumption of liability for applkanl 
under age. name change. applicalll ccrlificalion, and Molor 
Vehicle Division (MYD) or authorized agent vcrilication 
signature. This record is created in quadruplicate./\ . MYD 
Division I 12-16-82, 8-1-94 I 
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(i\ny records not spccilically addressed herein shall be retained in accorduncc wiLh applicable law.) 39 



E-mail Retention Guidelines 

1. What are the retention requirements for E-Mail? 

E-mail communications relating o municipal business are part of the Municipality's records and shall be 

retained depending upon the na ure of the document, consistent with the retention requirements for 

that type of document. E-mail ay include public records or transitory information. Only those e-mail 

classified as public records in th Public Records Act, or the Municipality's adopted records retention 

schedules, must be retained bas don established retention periods published therein. The content of 
e-mail may vary considerably; t erefore, each e-mail shall be evaluated to determine if it meets the 

definition of a public record. 

2. Which E-mail constitute pu lie records? 

E-mail and attachments identifi d as public records shall be retained and stored for as long as required 
under the appropriate retention period provided in the Municipality's adopted records retention 

schedules. E-mail that are publi records include but are not limited to: 

A. Policies and directives; 

B. Correspondence or me oranda that contain final directives, determinations, instructions or 

guidance regarding publ c business; 

C. Minutes of the Governi g Body or Boards and Commissions, advisory groups, ad-hoc 

committees or work gro ps developing programs; 

D. Messages that authoriz , establish or complete a business transaction; or 

E. Final reports or recomm ndations such as to the Governing Body or Boards and Commissions or 

produced by task forces or study groups. 

3. Which E-mail are NOT pub! c records? 

Non-record and transitory e-ma I do not set policy, provide directives, establish guidelines or procedures 

nor do they certify transactions; they may be destroyed at the discretion of the user. Non-record and 

transitory e-mail include but are not limited to: 

A. Duplicate copies of mes ages sent to multiple people; 

B. Personal messages and nnouncements not related to official City business; 

C. Preliminary drafts of let ers, reports and memoranda; 
D. Messages considered b instorming or preliminary thought processes in nature, reflecting the 

exchange of ideas preli inary to the development of a final decision or position of the City; 
E. Transmittal e-mail that o not add substantive information to the attachment(s) being 

transmitted; 
F. Copies of documents di tributed for convenience or reference; 
G. Announcements of soci I events, such as retirement parties; 

H. Spam (unsolicited, com ercial E-mail); and 
I. Messages to or from E- ail distributions lists (listserv) not directly related to City business. 

4. Other Considerations 

A. E-mail should be filed in a manner that enhances accessibility and assists in records 

management and reten ion. 
8. The attachment an e-m ii contains falls under records management, not the e-mail which 

transmits it unless the ody of the email adds substantive information to the attachment. 
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